
DGS - 550 - 1

REV. 7/86

DEPARTMENT OF GENERAL SERVICES
Records Management Division

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule

Page
No.1 of 2

Maryland Office on Aging Division: Long Term Care

Agency Division

Item
No. Description Retention

1

General Information Files

These files contain information about long term care
issues and services both within and outside of
Maryland

Division Administration

These files contain information relevant to the
management of the division programs, including budget
information, staff assignments, etc.

General Correspondence Files

These files contain correspondence produced and
received by the division.

Senior Coordinated Community Care (SCCC) file3

These files contain information essential for the
the operation of the SCCC program.

Public Guardianship Program File3

These files contain information needed for the
operation of the Public Guardianship program.

Public Guardianship Client Files

These files contain medial, psychological and other
information about persons for whom the Director of
the Office on Aging is the court-appointed
guardian of the person, or is expected to be
appointed Guardian of the Person.

Ombudsman Program File3

These files contain information about the operation
of the Maryland Long Term Care Ombudsman Program.

Ombudsman Complaint File3

These files contain written records of complaints
filed by or on behalf of nursing home residents.
Information is confidential.

- continued-

Retain for 1 year, then
screen and destroy outdated
information

Retain for 1 year then
screen and destroy any files
not needed for normal
business or as archival
material

Retain for 1 year, then
screen and destroy documents
not needed for normal
business

Retain 3 years, then screen
and destroy files not needed
for program operation or
archives

Retain 3 years, then destroy

Retain permanently. Transfer
periodically to state
archives.

Retain 3 years, then destroy

Retain Permanently.Transfer
periodically to state,
archives.
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RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule
No- 1236
Page
No 2. of 2

Item
No. Description Retention

Senior Life Enrichment Program Files

These files contain information necessary for the
operation of the Life Enrichment Program.

Retain for 3 years, then
destroy

4

\
-Last Item-



IMSTMJQ- ICN*1_- -TYPE OR PHINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

^tocs s s o -1)

!^^ DEF.DEPARTMENT/AGENCY

[Maryland dffice on Aging

DEPARTMENT OF GENERAL. SERVICES

RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD

P.O. BOX*27S

JESSUP. MARYLAND 20794

2. DIVISION

T.nng Tprm r^ra

AGENCY RECORDS INVENTORY

PACE OF

3 . UNIT

DEFINITION-RECORD SERIES-* ° * O U P O F »««-ATBD RECORDS NORMALLY FIUCO AND USED AS A UNIT FOR
HgFtBewce AB WELL A» HrrtNTiow ANO DISPOSITION runroaga •

4. RECORD SERIES TITLE

General Information Files
3 . EARLIEST YEAR/LATEST YEAR

1987 TO 1990

«. RECORD SERIES DESCRIPTION (BRI*l'l-Y DESCRIBE THE TYP63 Or IHFORMATION/BOCUWNTS/rOWtg POUND

•IN THE SERIES. INCLUDE THE PURPOSE OR rUNCTION OP THE serrtES]

These files contain information about long term care issues and services,
both within and outside of Maryland.

7 . RECORD SERIES FORMAT{SJ

«S LETTER SIZE O MICROFILM

#LEGAL SIZE D COMFUTER TAPE

BOUND BOOK D FLOPPY DISK

O AUDIO TAPE D VIDEO TAPE

D OTHER( SPECIFY)

8 . RECORD SERIES SEQUENCE

O ALPHABETICAL

O NUMERICAL

D CHRONOLOGICAL

• GEOGRAPHICAL

8 OTHER(SPECIFY)

category

9 . VOLUME

DEFILE DRAWER(S)
O MICROFILM REEL(S)

5 D COMPUTER TAPE(S)
" ™ B " DOTHERtSPECIFY)

1 0 . ANNUAL ACCUMULATION

8 FILE DRAYER(S)
2 a MICROFILM REEL(S)

fcuUaefc' D COMPUTER TAPE ( S )
Q nTPTB(<;PFriFY)

II . FILE IS USED

8 DAILY D WEEKLY O MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER

• J. „ D MONTH{S) l*YEAR(S)
NUMBER

1 3 . CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)
• 301 West Preston
Room 1004

1 4 . IS RECORD SERIES DUPLICATED ELSEWHERET
kir V E S , S P E C I F Y s.aENcr OR o r r I C E )
O YES ti NO

1 5 . ACCESS RESTRICTIONS Q YES H NO
( i r - Y E O , CITE L A * { s ) * RKCULATI ON ( S )

1 6 . AUDIT REQUIREMENTS

H NONE Q STATE O FEDERAL O INDEPENDENT

1 7 . IS AN INDEX SYSTEM USED? ( | r YCS.O7LAIN
BRIEFLY AND DESCRIBE ANY HAnOIARc/SOrTVARE}

• YES a NO

IB. uCCMMENDED RETENTION

Retain for 1 year, then screen and
destroy outdated information

19. NAME AND TITLE OF PREPAKER

Suzanne Bosstick
Chiefs Long Term Care

2 0. TELEPHONE NUMBER

301-225-1083

2 I . DATE

5/10/90

•*/-<; « 4 n . 4 /• cr*"v I <?rn ? / fl T l



INSTRUCTIONS- -TYPE OR PHINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
^•pi RECORDS RETENTION SCHEDULE
^ P t s 330-1 )

DEPARTMENT OF CCNERAL SERVICES
RECORDS MANACEMENT DIVISION

7273 WATERLOO ROAD
P . O . BOX 273

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE 2 OF 9

| 1. DEPARTMENT/AGENCY

I Maryland Office on Aging

2. DIVISION

Long Term Care

3. UNIT

DEFINITION-RECORD SERIES-A O R O U P O r RELATED RECORDS NORMALLY FILED AND USED AS A UNIT PON
Bgrewgwcg AS WEL-L AB weTENTttm AND DiaroaiTiON ^uwroagg •__

4 . RECORD SERIES TITLE
Division Administration

i

3. EARLIEST YEAR/LATEST YEAR

1986 TQ1990

! «. RECORD SERIES DESCRIPTION [BRI*f'l-r DESCRIBE THE TYFE3 Of IN F 0 R H A T I 0 N / D 0 C W « N T S / F 0 R « 8 FOVNO
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION Or THE ScrrlCS

These files contain information relevant to the management of the division's
programs, including budget information, staff assignments, etc.

7 . RECORD SERIES FORMATS)

« LETTER SIZE O MICROFILM

}LEGAL SIZE D COMFUTER TAPE

O BOUND BOOK D FLOPPY DISK

D AUDIO TAPE D VIDEO TAPE

D OTHER{ SPECIFY)

8. RECORD SERIES SEQUENCE

O ALPHABETICAL

D NUMERICAL

O CHRONOLOGICAL

D GEOGRAPHICAL

H OTHER(SPECIFY)

category

9. VOLUME

1/2

* FILE DRAWER(S)

D MICROFILM REEL{S)

D CONtPUTER TAPE ( S )
NUMBER Q O T H E . R ( s p E . c l F y j

10. ANNUAL ACCUMULATION
B FILE DRAWER(S)

- , . D MICROFILM REEL[S)
HufaBEh ° COMPUTER TAPE(S)

• O tymrp(<;PFrirY)
It. FILE IS USED

J9 DAILY D WEEKLY D MONTHLY

1 2 # FILE BECOMES INACTIVE AFTER

. 1 O JHONTHJS) B YEAR(S)
NUMBER

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOMJ

' 301 West Preston
Room 1004

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
tir YES, trrciFY /.OEKcr OR OFFICE!
a YES B NO

IS. ACCESS RESTRICTIONS • YES ^ NO

(IT YEO, CITS LA«(B) * REOUUATION(S)

1C. AUDIT REQUIREMENTS

OtNONE Q STATE D FEDERAL P INDEPENDeNT

17. IS AN INDEX SYSTEM USED! (ir YC0.E>J>LAIN

BRIEFLY AND DGSCRIGB ANY HAPOtARe/ SOFTWARE)

O YES & NO

18. RECOMMENDED RETENTION

Retain for 1 year then screen and
destroy any files not needed for
normal business or as archival
material

I B. NAME AND TITLE OF PREPARER

Suzanne Bosstick
Chief, Long Term Care

20. TELEPHONE NUMBER

301-225-1083'

2 I . DATE

5 / 1 0 / 9 0



INSTRUCT ICfl£ - .TYTPg OR PHINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD

^ K T H RECORDS RETENTION SCHEDULE
^ P i S 550-1 }

DEPARTMENT OF CENERAL SERVICES
RECORDS MANACEMENT DIVISION

7278 WATERLOO ROAD

P.O. BOX*27S
JESSUP, MARYLAND 207 94

AGENCY RECORDS INVENTORY

PACE 3 OF

| I. DEFARTMENT/ACENCY

I Maryland dffice on Aging

2. DIVISION

Long Term Cars

3. UNIT

DEFINITION-RECORD SERIES.* O R O O r O r RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
HewcRgMcg AS wet-x. A« RETENTION Ano DiaroatTiON ruRroagq •__

4. RECORD SERIES TITLE

General Correspondence Files
5. EARLIEST YEAR/LATEST YEAR

1986 TO 1990

« . RECORD SERIES DESCRIPTION ( B R I I C r l - Y DESCRIBE THE TYPES Or INFORWATION/DOCUVENT3/rOR«S rOVND
•IN THE SERIES. INCLUDE THE PURPOSE OR rUNCTION Or THE SCfTICSj

These files contain correspondence produced and received by the division.

7 .

I
D

a

a

RECORD SERIES FORMAT{S)

LETTER SIZE D MICROFILM

LEGAL SIZE D COMPUTER TAPE

BOCND BOOK O FLOPPY DISK

AUDIO TAPE D VIDEO TAPE

OTKER( SPECIFY)

8. RECORD SERIES SEQUENCE

0 ALPHABETICAL

O NUMERICAL

O CHRONOLOGICAL

O GEOGRAPHICAL

* OTHER(SPECIFY)

category

8 . VOLUME

8 FILE DRAWER(S)
O MICROFILM REEL(S)

, D COMPUTER TAPE{S)
NUMBER Q O T H E . R ( s p E c l F Y j

10. ANNUAL ACCUMULATION
K FILE DRAlft-ER(Sj

, O MICROFILM REEL(S)
NUUBER ° COMPUTER TAPE(S)

• P CTHFB(?;ppriry)

II . FILE IS USED

B DAILY D WEEKLY D MONTHLY

12. FILE BECOMES INACTIVE AFTER

1 D WONTH(S) » YEAR(S)
NUMBER

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)

' 301 West Preston
Room 1004

1 4 . IS RECORD SERIES DUPLICATED ELSEWHERET
f i r Y T S , S P E C I F Y / .OEKCY on o r r I C E )

O YES H NO

I S . ACCESS RESTRICTIONS D YES » NO
( i r YES, CITK L A B ( S ) * REOULATI ON [ S )

1 6 . AUDIT RECUIREMENTS t t s »Tr>"V7""'"-—• --— ....

H NONE D STATE O rEDERAL O irffJEPENDeNT V

. L
1 7 . IS AN INDEX SYSTEM USED? ( i r Y X S . u ^ L A l N

BRIECLV AND DESCRiee ANY KAnOBARE/SOFTWARE)

Q YES 70 NO

; • 'i ... i
18. RECOMMENDED RETENTION ;

Retain for 1 year, then screen and
destroy documents not needed for
n o r m a l bjisine*ss. : .„ "' •"• • ••-.- /

I 9. N A M E A N D T I T L E O F PREPAftER

Suzanne Bosstick
Chief, Long Term Care

2 0 . TELEPHONE NUMBER

225-1083

2 I . DATE

5/10 /90

• • " - ^ « « « J_E£^LS£X1_ !*•> '



INSTRUCT ICM«1 - -TYPE OR PHINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
A H RECORDS RETENTION SCHEDULE

^Rs 3S0-I)

OEFARTMENT OF GENERAL. SERVICES
RECORDS MANACEMENT DIVISION

727S WATERLOO ROAD
P.O. BOX*27S

JESSUP. MARYLAND 207 94

AGENCY RECORDS INVENTORY

PACE 4 OF 9

| t. DEFARTMENT/ACENCY

I Maryland'Office on Aging

Z. DIVISION

Long Term Care

3. UNIT

Community Care
j DEFINITION-RECORD SERIES-* O R O U F O r "l-ATED RECORDS NORKALUV F1UED AND USED AS A UNIT POR

WEFERgWCE AS KEU. Ag RETENTION AND PlgrOSITtCN PUHPOSEg •__

4. RECORD SERIES TITLEr
i
i
Senior Coordinated Community Care (SCCC) Files

3. EARLIEST YEAR/LATEST YEAR

1987 TO 1990

• 6 . RECORD SERIES DESCRIPTION ( B R I * l ' l - Y ° « C R I B E THE TYPES Or INFORHATION/DOCWENTS/FORM. POVND
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION Or THE BCrrlEEJ

These files contain information essential for the operation of the SCCC program.

7 . RECORD SERIES FORMAT(S)

JJ LETTER SIZE D MICROFILM

^^LEGAL SIZE D COMPUTER TAPE

O BOUND BOOK D FLOPPY DISK

O AUDIO TAPE D VIDEO TAPE

H OTHER (SPECIFY)

computer hard drive

8 . RECORD SERIES SEQUENCE

S ALPHABETICAL

• NUMERICAL

D CHRONOLOGICAL

D CEOCRAPHICAL

D OTHER(SPECIFY)

1 1 ' FILE IS USED

& DAILY D WEEKLY O MONTHLY

1 3 . CURRENT LOCATION(S) {BLDC.,FLOOR,ROOM J

' 301 West Preston . .
Room 1004

I S . ACCESS RESTRICTIONS O YES * NO
( i f YED, C I T S L A w ( s ) . & REGULATION! » ]

•

1 7 . I S AN INDEX SYSTEM USEDT ( I F VKS.EXPLAIN

BRIEFLY AND DESCRIBE ANY K A O D B A R E / SOFTWARE J

O YES H NO

•

| 1 . NAME AND TITLE OF PREPAFCR

Suzanne Bosstick
Chief, Long Term Care

9 . VOLUME

H FILE DRAWER(S)
O MICROFILM REEL(S)

2 4 O COMPUTER TAPE(S)
NUMBER Q oTHERjspecnrYj

10 . ANNUAL ACCUMULATION
OlFILE DRAli-ER(S)

-, O MICROFILM REEL(S)
KUUBEV D COMPUTER TAPE(S)

. D tfrwrofcpprinr]

' * • FILE BECOMES INACTIVE AFTER j
, 3 • MONTH(S) B YEAR(S) i
NUMBER 1

14. IS RECORD SERIES DUPLICATED ELSEWHERE 1
I I F v t j s p r c i p y / .OENCY OR o r r I C E )

O YES * NO

16. AUDIT RECUIREMENTS

*NONE O STATE D FEDERAL O INDEPENDENT

IS . RECOMMENDED RETENTION

Retain _3_years, then screen and
destroy files not needed for program
operation4 or archives

i

2 0 . TELEPHONE NUMBER

301-225-1083

2 I . DATE j

5 /10 /90 I



INSTRUCTION- -TYPE OR PHI NT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD

A H RECORDS RETENTION SCHEDULE
l B U 350-1)

| 1 . DEPARTMENT/AGENCY

1 Maryland dffice on Aaina

DEPARTMENT OF GENERAL SERVICES
RECORDS MANACEMENT DIVISION

7X78 WATERLOO ROAD
P . O . BOX*Z73

JESSUP, MARYLAND 207 94

2 . DIVISION

Lona Term Care

AGENCY RECORDS INVENTORY

PACE _ 5 OF 9

3. « * I T I n s t i t u t i o n a l /

Protective Service
DEFINITION-RECORD S E R I E S - * O R O U P O r »**LATED RECORDS NORMALLY FILED AND USED A« A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSE?
! •
j 4 . RECORD SERIES TITLE

, Public Guardianship Program Files
3 . EARLIEST YEAR/LATEST YEAR

1976 TO 1990

6. RECORD SERIES DESCRIPTION (BRI*I'I-Y DESCRIBE THE TYPES Or 1NFORMATION/OOCUWENTS/FORMS TOfMO
•IN THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION Or THE SEFrlEB

These files contain information needed for the operation of the Public
Guardianship program.

)

7. RECORD SERIES FORMAT(S)

D LETTER SIZE D MICROFILM

^ P L E G A L SIZE O COMPUTER TAPE

O BOUND BOOK O FLOPPY DISK

d AUDIO TAPE D VIDEO TAPE

0 OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

Q ALPHABETICAL

D NUMERICAL

D CHRONOLOGICAL

D GEOGRAPHICAL

IK OTHER(SPEC IFY)

category

9. VOLUME

£ FILE DRAWER{SJ
G MICROFILM REEL(S]

4 O COMPUTER TAPE(S)
NUMBER Q O T H E - R J S P E C P Y J

10. ANNUAL ACCUMULATION
R FILE DRAWER(S)

1 / 2 ° MICROFILM REEL(S)
NUVCBER ° COMPUTER TAPE(S)

• DgiyrH|«;prriFY)

II. FILE IS USED

8 DAILY O WEEKLY D MONTHLY

t z * FILE BECOMES INACTIVE AFTER(Permanent)
_ _ _ . O MONTH(S) O YEAR(S)
NUMBER |_J _̂J

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)

301 West Preston Street .
Room 1004

14. IS RECORD SERIES DUPLICATED ELSEWHERET
tir vrs, SPECIFY /.OENCY OR office)
D YES H NO

IS. ACCESS RESTRICTIONS • YES &NO
( i r YES, CITK LA»|B) * RKOULATION(S)

I C . AUDIT RECXIIREMENTS

J? NONE D STATE O FEDERAL D INDEPENDENT

1 7 . I S AN INDEX SYSTEM USED? ( i r T C 8 . E > J > L A I N
BMCPLY AND DCSCRIEE ANY KAflOtARc/sorTVARe)

O YES JP NO

1 8 . RECOMMENDED RETENTION

Retain _3_ years, then destroy

t g. NAME AND TITLE OF PREPARER
Suzanne Bosstick
Chief, Long Term Care

20. TELEPHONE NUMBER
301-225-1083

2 I . DATE
5/10/90



INSTRUCTIGtt£>-TYPE OR PHINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD

A H RECORDS RETENTION SCHEDULE
yKs 380-1 )

t . DEFARTMENT/AGENCY

Maryland Office on Aqinq

DEPARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P . O . BOX*273

JESSUP, MARYLAND 2 0 7 9 4

2 . DIVISION

Lona Term Carp

AGENCY RECOROS INVENTORY

PACE _6 OF 9

J. UNIT institutional/'
Protective Service

DEFINITION-RECORD S E R I E S - * a " O O P °* KKt-A^0 W " " " NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL Afl RETENTION AND DISPOSITION PURPOSED

t .
j 4 . RECORD SERIES TITLE

[ Public Guardianship Client Files
S . EARLIEST YEAR/LATEST YEAR

1980 TO 1990

« . RECORD SERIES DESCRIPTION l B R I I C r l - Y DESCRIBE THE TYPES OF" 1NFORMAT ION/DOCUMCNT3/PORMS PCH.-ND
•IN THE SERIES. . INCLUDB THE PURPOSE OR FUNCTION Or THE SETT! ESI

These files contain medial, psychological and other informaton about persons for
whom the Director of the Office on Aging is the court-appointed guardian of the
person, or is expected to be appointed Guardian of the Person

7 . RECORD SERIES FORMATS)

• L E T T E R SIZE O MICROFILM

^PLEGAL SIZE O COMPUTER TAPE

• BOUND BOOK D FLOPPY DISK

D AUDIO TAPE D VIDEO TAPE

D OTHER (SPECIFY)

8 . RECORD SERIES SEQUENCE

OCALPHABETICAL

• NUMERICAL

• CHRONOLOGICAL

• GEOGRAPHICAL

O OTHER(SPECIFY)

1 1 ' FILE IS USED

JO DAILY D WEEKLY ° MONTHLY

1 3 . CURRENT LOCATION(S) (BLDG.,FLOOR,ROOMJ

• 301 West Preston Street

15. ACCESS RESTRICTIONS O YES 0 NO

( i r VEO, C I T E L A W ( S ) . * RKOUUATION(S)

State Gov't Art. Title 10
1 7 . IS AN INDEX SYSTEM USEDT ( | r YES. EXPLAIN

BRIEFLY AND DESCRIBE ANY KAnOBARE./SOFTWARE )

• YES & NO

•

t 9 . NAME AND T1TLE OF PREPARER
Suzanne Bosstick
Chief, Long Term Care

» . VOLUME
% FILE DRAWER(S)
O MICROFILM REEL(S)

3 D COMPUTER TAPE(S)
NUMBER p O T H E R ( S p E C | F Y J

t 0 . ANNUAL ACCUMULAT1ON
& FILE DRAWER(Sj

. , _ D MICROFILM REEL(S)
R U M B E V D COMPUTER TAPE(S)

. O fyrv<rn(«:t>FriFY)
I 2 - FILE BECOMES INACTIVE AFTER (termination) j

D MONTH(S) D YEAH(S) i
NUMBER .'

1 4 . I S RECORD SERIES DUPLICATED ELSEWHERE?
tlP" YES, SPECIFY /.OENCY OR orFICfi)

a YES H NO

1 6 . AUDIT REQUIREMENTS

yP NONE • STATE O ;rEqERAIcr jP| INDEPENDENT

1 8 . RECOMMENDED RETENTION . !
* ' : - ; < • - • ;

Retain permanently. Transfer . I
periodically to s'tate archives.

* ! i •

; • * , - • . • . • • • ' • i . ! • • > ^ ,

1
2 0'. TELEPHONE NUMBER

301-225-1083

2 I . DATE j

5/10/90



iMSTKUCTICNy-TYPg OR PHINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
MtjTH RECORDS RETENTION SCHEDULE

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD

P.O. BOX *275
JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE OF

I I. DEFARTMENT/AGENCY

I Maryland'Office on Aging

2. DIVISION

Long Term Care
s. UNIT Institutional/

Protective Service

DEFINITION-RECORD SERIES-* O R O U P O|P RELATED RECORDS NORMALLY FILED AND USED AS A OMIT FOR
wereRewce AS WELL AS RETENTION AND DISPOSITION punrosr; •_

4. RECORD SERIES TITLE

Ombudsman Program Files
S. EARLIEST YEAR/LATEST YEAR

1984 TO 1990

6. RECORD SERIES DESCRIPTION (BRIICI'l-Y DESCRIBE TH6 TYPES Or IKFORMATtON/DOCUWNTS/rORKS FOVND
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION Or THE SERIES )

These fi les contain information about the operation of the Maryland Long Term
Care Ombudsman Program.

7 . RECORD SERIES FORMAT(S)

9C LETTER S I Z E O MICROFILM

^HLEGAL SIZE O COMFUTER TAPE

O BOUMD BOOK D FLOPPY DISK

D AUDIO TAPE D VIDEO TAPE

D OTHER{ SPECIFY)

8. RECORD SERIES SEQUENCE

& ALPHABETICAL

D NUMERICAL

B CHRONOLOGICAL

O GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

X> FILE DRAWER(S)
O MICROFILM REEL(S)

. 11 D COMPUTER TAPE ( S )
NUMBER Q O T H E R ( s p E c l F Y j

10. ANNUAL ACCUMULATION

D FILE DRAWER(S)
D MICROFILM REEL(S)

NUMBER ° COMPUTER TAPE(S)
^ O tyrnFP(<;PFriFV)

If . FILE IS USED

* DAILY • WEEKLY D MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER

• , w . D *CNTH(S) O YEAR(S)
NUMBER

13. CURRENT LOCATION(S) (BLDC.,FLOOR,ROOM)

• 301 West Preston Street
Rm 1004

14. IS RECORD SERIES DUPLICATED ELSEWHERET

I IF VE3 SPECIFY /.OENCY OR OrrlCE)
O YES O NO

IS. ACCESS RESTRICTIONS Q YES tf NO

{ IT YEO, CITE LAl(l) A REOUt-AT I ON( S)
IC. AUDIT RECUIREMENTS

X> NONE Q STATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED! ( |r YES.EXPLAIN

BKIErLY AKD DCSCRIBC ANY HAnolARe/ SOFTWARE)

O YES X) NO

1 8 . RECOMMENDED RETENTION

Retain 3 • years, then destroy

c

I 9. NAME AND TITLE OF PREPAKER

Suzanne Bosstick
Chief, Long Term Care

20. TELEPHONE NUMBER

301-225-1083

2 I . DATE

5 / 1 0 / 9 0

I C^\J i c r n ? / H T I



INSTRUCTION*:--TYPE OR PHI NT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD

J^feH RECORDS RETENTION SCHEDULE
l K s 380-1)

j 1 . DEPARTMENT/ACENCY

1 Maryland bffice on Aaina

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P . O . BOX*27S

JESSUP, MARYLAND 207 94

2 . DIVISION

Long Term Care

AGENCY RECORDS INVENTORY

PACE _8 OF 2

s. UNIT Institutional/
Protective Services

DEFINITION-RECORD SER1ES-A OROU'' O r ELATED RECORDB NORMALLY FILED AND USED AB A UNIT fOB
HETCREWCt AS WELL A« RETENTtOH AND OlaroalTleW PURPOSES •

4. RECORD SERIES TITLE

Ombudsman Complaint Files

3. EARLIEST YEAR/LATEST YEAR

1976 TO 1990

«. RECORD SERIES DESCRIPTION (BRncrl-Y DESCRIBE THE TYPES OF" INFORIUTION/DOCUHENTS/fOWIS IWND
•IN THE SERIES. INCLUDE THE rURFOSC OR FUNCTION Or THE SEFTIES)

These files contain written records of complaints filed by or on behalf of
nursing home residents. Information is confidential

7 . RECORD SERIES FORMAT(S)

D LETTER SIZE O MICROFILM

^ P L E G A L SIZE D COMPUTER TAPE

D BOUND BOOK ° FLOPPY DISK

O AUDIO TAPE D VIDEO TAPE

D OTHER(SPECIFY)

8 . RECORD SERIES SEQUENCE

PA ALPHABET ICAL

O NUMERICAL

D CHRONOLOGICAL.

• GEOGRAPHICAL

D OTHER(SPECIFY)

9 . VOLUME

NUMBER

% FILE DRAWER(S)
B MICROFILM REEL(S)
Q COMPUTER TAPE(S)
O OTHER(SPECIFY)

1 0 . ANNUAL ACCUMULATION

%> FILE DRAWER(S)
1/2 ° MICROFILM REEL(S)

N U U B E V D COMPUTER TAPE(S)
• D nrrnrp(cpc-rirv)

II . FILE IS USED
CK DAILY • WEEKLY D MONTHLY

I 2 - FILE BECOMES INACTIVE AFTER ( C a s e C l o s e d ) j
O MCNTH(S) D YEAR(S) j

NUMBER

13. CURRENT LOCATION(S) ( BLDG.,FLOOR,ROOM)

'301 West Preston Street

Rm 1004

14. IS RECORD SERIES DUPLICATED ELSEWHERET
if YtS, IMC1PY AOEMCY OR OfPlce)
D YES H NO

IS. ACCESS RESTRICTIONS CKYES O NO

( \r yea, CITK I_AV(B) * RBCULATION(S) Older
Americans Act Regs 132l.5(d) 1321.11( )

16. AUDIT REQUIREMENTS

* NONE D STATE O FEDERAL D INDEPENDENT

17. IS AN INDEX SYSTEM USEDT ( \r YES.O^LAIN

BKierLY AND DESCR I Be ANY HAnOBARc/sOFTDARE)

O YES tL NO

I S . RECOMMENDED RETENTION

Retain Permanently. Transfer
periodical!? to state archives,

19. NAME AND TITLE OF PREPARER
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Chief, Long Term Care
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AGENCY RECORDS INVENTORY

PACE 9 OF 9

I . DEPARTMENT/AGENCY

Maryland Office rm aging

2. DIVISION

Long Term Care

J. UNIT institutional/
Protective Services

r
DEFINITION-RECORD S E R I E S - * ° " 0 0 1 " O F **LATED RECORDS NORMAI.I.V FILJCD AND USED AS A UNIT FOR

wrewewct A» iren. A« RETENTION AND DISPOSITION ptmpogri ._

4 . RECORD SERIES TITLE

Senior Life Enrichment Program Filps

3. EARLIEST YEAR/LATEST TEAR

1988 TO 1990

Irortua rowo6. RECORD SERIES DESCRIPTION {BRIlt''l-Y DESCRIBE THE TYPES Or INFORMATION/DOCUWeNTS/1
•IN THE SERIES. IMCUUOE THE PUKFOSE OR FUNCTION Of THE SEFTIES)

These files contain information necessary for the operation of the Life
Enrichment Program.

7. RECORD SERIES FORMATS)

C) LETTER SIZE D MICROFILM

^ ^ LEGAL SIZE • COMPUTER TAPE

O BOUND BOOK O FLOPPY DISK

D AUDIO TAPE D VIDEO TAPE

CKOTHER{ SPECIFY)

computer hard drive

8 . RECORD SERIES SEQUENCE

Q ALPHABETICAL

n NUMERICAL

D CHRONOLOGICAL

• GEOGRAPHICAL

H OTHER(SPECIFY)

category

9 . VOLUME

NUMBER

H FILE DRAWER(S)
° MICROFILM REEL(SJ
O COMPUTER TAPE(S)
D OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

ft FILE DRAWER(S)
I D MICROFILM REEL(S)

N U U B E V ° COMPUTER TAPE(S)

• O OTWFP( w r i PV )

I I . FILE IS USED
£ DAILY D WEEKLY O MONTHLY

l 2 > FILE BECOMES INACTIVE AFTER

1 3 . CURRENT LOCATICN(S) ( BLDC . . FLOOR, ROOM)
•301 West Preston
Room 1004

14. IS RECORD SERIES DUPLICATED ELSEWHERET
I IF YES. »FECIFY AOEKCY OR OFPICE)

Q YES O^NO

13. ACCESS RESTRICTIONS O YES J NO
( ir YCO, CITE LA*(s) •>. RBOUUATIONI S)

1C. AUDIT REQUIREMENTS

£ NONE • STATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED! ( |r VKS.U7UIN
Br.-IEFUY AKD DESCRIBE ANY KAnolARc/sOf TBARC J
• *

O YES tf NO

ri;M7i:j:>MHIt. RECOMMENDED RETENTION*

Retain for 3 yeajrs, then destroy
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